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SECTION 1

PROJECT DESCRIPTION

1.1 Introduction
The Civilian Manpower Costing Process that supports the Aray Plan-

ning, Programing, Budgeting and Execution System (PPBES) is complex and
labor intensive. Currently, to complete the process a substantial
amount of data must be gathered, manipulated, analyzed and distributed
to virtually all elements of the Department of Army Staff (ARSTAF). The
center of this activity is the Manpower Team of the Program and Budget
Division (DACA-OMP), Directorate for Operation and Maintenance, Army.

Because of the central role DACA-OMP plays in the civilian manpower
program and budget activities, it is imperative that its procedures be
accurate and timely. The timeliness and accuracy of civilian manpower
cost data provided by DACA-OMP can be improved significantly by reducing
aduinistrative and data manipulation time, expediting report production
capability, and improving data entry procedures. Automation of the ex-
isting manual procedures, as described in this report, will provide
these needed enhancements, allowing analysts to spend wmore time in

analysis and evaluation.

1.2 Purpose
This report, entitled "CRT Screen Formats Supporting the Civilian

Manpower Costing Process,” is submitted in response to Contract No.
MDA903-84~C-0117 (Item 0002AB).

The purposes of this report are to:
® Identify CRT screen formats that will enhance the efficiency

and responsiveness of DACA-OMP in performing the civilian

manpower costing process.

1-1




a0
P # ) Describe the CRT screen formats that are to be used by
' DACA~OMP in generating standard reports, entering data into
the designated data sets, and reviewing input data.
)

< :‘} Define the data elements that make up the CRT screens. ' ‘nL’

1

{

?-0 “ ‘Provide detailed descriptions of new CRT screen formats that

.

require ADP program development or modification. —

\\ \
1.3 Background

Currently, many of the actions performed by DACA-OMP in accomplish-
ing civilian manpower costing involve entering data on ADP coding
sheets, requesting standard ADP reports, and reviewing data. In many
cases, the data entered on coding sheets are extracted from reports and
other sources, recorded on manual spreadsheets, and reformatted for
entry on the ADP coding sheets., Then the coding sheets are submitted to
the US Army Management Systems Support Agency (USAMSSA) for key punching
and entry into the FORDIMS~-P/BS data base. 1In addition, requests for
standard reports are manually prepared and forwarded to USAMSSA.

This report describes CRT screen formats that will assist DACA-OMP
by providing some of the automated procedures that are needed to support
the civilian manpower costing process. The screen formats are presented
for deployment in two phases. Phase I deployments will provide DACA-OMP
the capability of using screen formats currently part of the FORDIMS-
P/BS computer programs. These screens are designed for use by ADP
trained personnel and are not totally user friendly. To overcome this
difficulty, Phase I of this project provides detailed operating instruc-
tions, which, with a short period of training, will allow the DACA-OMP
analysts to use the existing screen formats for performing a number of

critical tasks explained in later sections of this report.

The screens presented for deployment during Phase II have been de-

signed to provide user friendly screen formats that will reduce manual
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operations and expedite data entry, review, and change. Since these
screens will require program modifications, they will not be immediately
available for use by DACA-OMP analysts.

l.4 Organization

This report is organized into three sections.

° This first section provides general information concerning

the project.

) Section 2 provides operating instructions for deployment of
the Phase I CRT screen formats that can be used immediately
by DACA-OMP.

® Section 3 describes the Phase II user friendly CRT screen

formats that will require computer program development to

facilitate entry of the input data into the P/BS data sets.
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SECTION 2

PHASE I SCREEN FORMATS

2.1 Introduction

Entry of DACA-OMP generated data 1is currently accomplished by key
punch operations support provided by USAMSSA. Some of these data can be
entered remotely through the FORDIMS-P/BS which enables operators to
input data recorded on ADP coding sheets through the use of screens
available on remote entry devices. Many of these screens can be used by
non—-ADP personnel after a short period of training. Operating instruc-
tions for CRT screen formats that are useful to civilian manpower
analysts in DACA-OMP will be described in this section.

2.2 Procedures

The screens described in this section are now available for use by
USAMSSA personnel. Access to the same screens will be provided to
DACA-OMP personnel through the remote Four~Phase DATA 1IV/50 consoles
located in the DACA-OMP secure room. Using this capability, DACA-OMP
analysts can submit production reports and edit existing data. Primary
data entry functions will remain with USAMSSA. On an infrequent basis,
DACA-OMP personnel may perform selected data entry through their remote
consoles. Computer program modifications are not required to provide
the capability for remote access to the established screens. However,
ugse of those screen formats requires that established rules and proto-

cols must be followed.

2.3 Screen Formats and Instructions

The screen formats described in the remainder of this section may
be called up on the Four-Phase Data IV/50 remote consoles located in the
DACA-OMP secure room. For use of each screen format display, step by
step instructions that correspond to the cursor position on the screen

are provided. The appropriate entry at each cursor position 1s executed

by pressing the ENTER key on the keyboard. When that is done, the




cursor moves sutomatically to the next position which requires operator
input or respouse. In the event incorrect data is entered on the
screen, the operator may correct the error by simple procedures if the

entry has not been executed. The unexecuted entry may be corrected by

moving the cursor over the first character in the erroneous entry and
overtyping the correct data. The cursor is moved by use of the arrow
keys on the console keyboard. In the event incorrect data is entered on
the screen and entry has been executed (typing in SAVE and depressing
the ENTER key; explained in instructions for Screen #6), the entry must
be corrected with a change transaction using the change techniques

discussed in this section.

Throughout this report data that is to be entered is enclosed in
quotation marks. The quotation marks are used only to identify the data
that is to be entered and should not be typed on the screen by the

operator.

2.4 P/BS Access Screens
In Phase I, DACA-OMP will be able to submit requests for production
of standard reports, enter edit data and have limited ability for raw

data entry. Access to the library and dataset needed for submitting
reports for production and data edit and entry can be gained by
following instructions for the screens described in this paragraph. The
screens are listed in the sequential order in which an operator must
proceed in order to submit reports for production and read and enter
data.




THIS PAGE INTENTIONALLY LEFT BLANK




2.4.1 P/BS Access - SCREEN #1

TITLE: System Entry

PURPOSE: To enter P/BS System

LOGON UXXXX
ENTER PASSWORD = = => XXXX

ENTER ACCOUNT = = => tb000183urk
CLASSIFICATION = = => U

ENTER the highest security classification
for this session by indicating:

- SECRET

SECRET NOFORN
CONFIDENTIAL

FOR OFFICIAL USE ONLY
PRIVACY RELATED
UNCLASSIFIED

S
N
C
0
P
U

SPECIAL INSTRUCTIONS
READY

ispf

.-
byt



INSTRUCTIONS

P/BS Access — SCREEN #1

1. ENTER, "LOGON" and user identification number "UXXXX"

2. ENTER Password "XXXX"

3. ENTER Account Number “tb000183urk”
This number represents the first DACA-OMP Data Processing Request

Number for the fiscal year and will change annually.

B2 =R 2 MR == S B e

4, ENTER the appropriate security classification for the action being

processed. This will normally be "U" unless classified reports are

being executed.

vLw ®
R )

5. Special instructions or other information regarding the system will

-.=

be displayed on the screen. Those should be reviewed for necessary

action.

After a period of time is allowed to review the special instruc-—
tions the word READY will appear.

= au

7. ENTER "ispf”. You are now up on the system and the next screen

(SCREEN #2) will appear.
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2.4.2 P/BS Access — SCREEN #2

TITLE: SPF-MVS Primary Option Menu

PURPOSE: To select menu option.

0 SPF PARMS
1 BROWSE

2 EDIT

3 UTILITIES
4 FOREGROUND
5 BACKGROUND
6 COMMAND

7 SUPPORT

T TUTORIAL
X EXIT

u USAMSSA

SPF-MVS PRIMARY OPTION MENU

FELECT OPTION = = => 2

SPECIFY TERMINAL AND SPF PARAMETERS

DISPLAY SOURCE DATA OR OUTPUT LISTINGS
CREATE OR CHANGE SOURCE DATA

PERFORM SPF UTILITY FUNCTIONS

COMPILE, ASSEMBLE, LINK EDIT, OR DEBUG
COMPILE, ASSEMBLE, OR LINK EDIT

ENTER TSO COMMAND OR CLIST

TEST DIALOG OR CONVERT MENU/MESSAGE FORMATS
DISPLAY INFORMATION ABOUT SPF

TERMINATE SPF USING LIST/LOG DEFAULTS

INHOUSE DEVELOPED FUNCTIONS FOR GENERAL USE

PRESS END KEY TO TERMINATE SPF
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INSTRUCTIONS

P/BS Access - SCREEN #2

1. The only option available to DACA-OMP users is Option 2 EDIT. DO
NOT ATTEMPT TO SELECT ANY OTHER OPTION. Otherwise, serious damage

to existing programs could occur.

2., ENTER the number "2" and depress the ENTER key. The next screen
(SCREEN #3) will appear.
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2.4.3 P/BS Access - SCREEN #3

TITLE: Edit-Entry Panel (Data)

PURPOSE: To enter transaction library for data inmput or select report
production screen. (See 2.4.7 for executing reports using
this same screen.)

EDIT ~ ENTRY PANEL

ENTER/VERIFY PARAMETERS BELOW:

SPF LIBRARY:

PROJECT = = => SDPU.FDM
LIBRARY = = => MISC = = =) = = =) == =)
TYPE = = => DATA

MEMBER = = =) (BLANK FOR MEMBER SELECTION LIST)

OTHER PARTITIONED OR SEQUENTIAL DATASET:

DATASET NAME = = =)
VOLUME SERIAL = = =) (IF NOT CATALOGED)
DATASET PASSWORD = = =) (IF PASSWORD PROTECTED)

[
[ ]
L]
A\

PROFILE NAME (BLANK DEFAULTS TO DATASET TYPE)

ORRS SOO, A O P et PP T o S o T A A A T o Tl
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1.

NOTE:

INSTRUCTIONS

P/BS Access - SCREEN #3

To bring up & screen that will lead to the data entry screen,
depress ENTER key when this screen appears. This will cause the
transaction library listing to appear (SCREEN #4).

To ENTER the reports submission sgcreen, follow instructions in
2.4.7.

The lower section of the screen beginning at "OTHER PETITIONED OR
SEQUENTIAL DATASET" may be disregarded.

2-9




2.4.4 P/BS Access - SCREEN #4

TITLE:

PURPOSE:

Transaction Library Listing

to input data for new transactions

To select examples of prior transactions to be used as a guide

COMMAND INPUT

BATCHHDR

- = =)

VFR.MOD

01.06
01.03
01.00
01.00

01.01

EDIT - SDPU.FDM.MISC.DATA

CREATED

80/11/25
80/11/25
80/10/28
80/10/28
83/12/22

83/09/05

LAST MODIFIED

81/03/06
80/11/26
80/10/28
80/10/28
83/12/22

83/12/06

09:04
13:06
22:33
22:29

10:14

15:15

S1ZE

128

150
145
26

111

SCROLL

INIT

145

150

145

50

34

MCD ID
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INSTRUCTIONS

e s

P/BS Access - SCREEN #4

1. To identify a report on the listing to be called up, position the
) cursor to the left of the NAME (e.g., ALLOO2) and type in "s” N
(SELECT). t

2. Depress ENTER key. This will cause the report selected to appear
on the screen (SCREEN #5).

2-11 '
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2.4.5 P/BS Access - SCREEN #5

TITLE: Prior Transaction Report

PURPOSE: To provide a guide for inputting data for new transactions.

v

EDIT - SDPU.FDM.MISC.DATA(ALLOO2) COLUMNS 00! 072

, COMMAND INPUT = = =) SCROLL = = => HALF
TOP OF DATA

cola 000001 D3IAPM*116661FYSA/8SCOBDACA-BUT 1 JULB3NEEDS AOMBA 4SCW FY 1984/85

000002 D3APME316662 X MANPOWER ADJUSTMENTS RESULTING FROM DA REVIEW OF THE FY 8

000003 DIAPMEB]}16661] 4SCW BO1I SUPPLY OPERATIONS
000004 D3APME316664 INCREASE TO SUPPLY
000005 GIAPM8316661 830331 39319680000A001  +000000 | +0000000+0
000006 GIAPM831666) 84033185033139319680000A001  +0000001+0000000+0
000007 DIAPMEI16671FY84A/85COBDACA-BUP 1 JULBINEEDS AOMBA DB4A FY 1984/85

000008 D3IAPMBE316672 X MANPOWER ADJUSTMENTS RESULTING FROM DA REVIEW OF THE FY 8
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INSTRUCTIONS

P/BS Access - SCREEN #5

The screen shows previously coded transactions as they appear in
the selected report, i.e., ALLOO2, by line item. Note that these
transactions are examples only and may not be currently valid.

To input data in the standard 80-column format, position the cursor
at the first line of the report (i.e., 000001) and enter "cols”.
Depress the ENTER key. This will cause the blank, unlabeled col-
umns (1-80) to appear (see P/BS Access Screen #6).

You are now ready to enter data in accordance with the FORDIMS
User's Guide and paragraph 2.4.6 of this report using P/BS Access
Screen #6.

To read the right portion of the screen, depress the PFll key and
the screen will scroll left. To scroll back to the right, depress the
PF10 key.
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2.4.6 P/BS Access - SCREEN #6

TITLE: New Transaction

PURPOSE: To provide a screen for entering data for new transactions. A
EDIT - SDPU.FDM.MISC.DATA(Name) COLUMNS 001 072
COMMAND INPUT = = =) SCROLL = = => HALF
TOP OF DATA
000001
2-14
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INSTRUCTIONS

P/BS Access - SCREEN #6

The blank screen will appear on the CRT. The operator must first
ENTER the report name in the parenthesis following the data set
identification using not more than eight characters,

The screen has 80 unlabeled columns, six of which are used for the
line number which corresponds to a separate transaction, as can be

seen by reference to Screen #5,

ENTER Line number, "000001" for the first line and space over two

spaces.

ENTER data from the coding sheet in the same order and spacing as
used on the coding sheet. Note that only 72 columns are available
for data on this portion of the screen.

When the 72 columns are filled, depress the ENTER key and then the
PFll key to scroll the screen to the left to show the additional 8
columns. ENTER the remaining data and depress the ENTER key.

After entering all the data for line 000001, scroll the screen back
to the right by depressing the PF10 key.

After line 000001 has been filled and ENTERED, the cursor automat-
ically repositions to the next line. The operator can enter addi-

tional lines until the screen is filled.

When the operator has completed entering all the desired data, ver-

ified that it is correct and made any alterations of data that are




10.

desired, depress the PF12 key to move the cursor back to the COM-
MAND INPUT position.

Type in "save” and depress the ENTER key and the data is placed in
the data set,

Depress the PF3 key and return to Screen #5.
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2.4.7 P/BS Access — SCREEN #7
TITLE: EDIT - ENTRY PANEL (REPORTS) )
% PURPOSE: To allow user to execute standard P/BS reports. ;
g g
3 .
N EDIT - ENTRY PANEL
¥ 4
‘ A
N ENTER/VERIFY PARAMETERS BELOW: "
SPF LIBRARY:
PROJECT = = => SDPU.FDM N
% LIBRARY = = => MISC = = => === === ;
,’! t
~E: TYPE = = => DATA
. MEMBER = = =) (BLANK FOR MEMBER SELECTION LIST)
‘.
,“l
)
1A
”: OTHER PARTITIONED OR SEQUENTIAL DATASET:
?G‘
DATASET NAME = = =)
“
,: VOLUME SERIAL = = =) {IF NOT CATALOGED)
o
. DATASET PASSWORD = = =) (IF PASSWORD PROTECTED)
o PROFILE NAME = = = (BLANK DEFAULTS TO DATASET TYPE) .
o :
g
4
iy ¢
Y
"
)
[}
"
N
K\
Y
2-18
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INSTRUCTIONS

P/BS Access — SCREEN #7

1. SCREEN #3 (paragraph 2.3.3) is used as the starting point for ex-
ecuting standard P/BS reports. When the above screen appears it
must be changed by positioning the cursor and entering new para-

meters as follows:

PROJECT: Place the cursor over the S in SDPU.FDM and

e

overtype "sdpu.jt” and depress the ENTER key..

&
e

LIBRARY: Place the cursor over the M in MISC and overtype
“pbs.jcl” and depress the ENTER key.

R

=N
LNV

TYPE: Place the cursor over the D in DATA and overtype
“cntl”™ and depress the ENTER key.

-
s

o
N
.

LOCATE the desired report in the report index stored in the data

e

base by entering the letter "1” and one of the report numbers shown

in Appendix A (1.e., rk5b521). Depress the ENTER key and the

m

report index will appear on the screen.

orcp
w
L[]

Place an "s" (SELECT) to the left of the report desired and depress
the ENTER key. This will display the report.

f“'ﬁ

4, ENTER "sub” (SUBMIT) and depress the ENTER key. This will create a
job order for USAMSSA to execute the report.

&=

Select additional reports for production by repeating steps 3 and
4.

S
w
.

<%

= K
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2.5 P/BS Data Input
During Phase I, DACA-OMP will have the capability to input P/BS
data on a CRT screen(s) which displays an unlabeled standard 80-column

coding sheet format. This screen is called up on the CRT by following
the procedures in paragraphs 2.4.l1 to 2.4.6. Data elements must be en-
tered on the CRT screen exactly as configured in the P/BS Action Sheets
and Audit Cards found in Appendix C, FORDIMS User's Guide. For user
convenience, the following subparagraphs include copies of these docu-~
ments and a brief explanation of their use. Paragraph 2.4.l1 presents
the P/BS ACTION SHEET - COA HEADER FILE, with detailed coding instruc-~
tions, as an example of how to enter the data into the CRT. The same
procedures are used to enter the data for the remaining P/BS Action
Sheets and Audit Cards using the data element codes found in Appendix B.
The operator 1s cautioned that the data must be transfered from the form
to the screen in the exact format shown; thus, detailed instructions for
each form are unnecessary. In Phase 1I, user friendly screens are pro-

vided with detailed coding instructions included.
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2.5.1 P/BS Action Sheet - COA Header File - (Fig. 2.1)

PURPOSE: Used by personnel in DACA-OMP to add or change P/BS
HEADER FILE data pertaining to civilian cost and manyear actions only.
Use of this screen 1is limited to changing Header File data that were
initially entered by DACA-OMP.

DESCRIPTION: Consists of a single screen in an 80-column card for-
mat as displayed in Appendix C, FORDIMS User's Guide (Figure C.3). Cir-
cled numbers in the instructions correspond to circled numbers on the
screen format. They are used for reference only and are not part of the

8creen.
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2.

6.

INSTRUCTIONS

Call up screen using procedures explained in 2.4.1 to 2,4.6

above.

ENTER TCODE (:) as follows:

D3A - Add a standard action header
D3C - Add an overprograming action header
DSA - Change header data

SORCE (:) is a constant "C” for Comptroller.

FICOD (:) is a constant "M" for MAIN.

ENTER

ACTNO " XXXXXX™ (:) from DACA-OMP P/BS Master Manpower

Action Register.

Columns 13-80 (corresponds to Card #1 indicated in Col. 12):

ENTER DOCMT (:), the title of the authorizing document
e.g., DF CMT 2.

ENTER FLSYM <:>, the file symbol for the office respon-
sible for the action e.g., DACA-BUF.

ENTER DTDTG <:>, the Date-Time Group of the authoriz-
ing message or date of the authorizing document e.g.,
052200Z MAY 83 or 05 MAY 83.

ENTER ACTOF , the last name of the individual re-
gsponsible for the action e.g., ROGERS.

ENTER AGNCY (:), the ARSTAF office that originated the
action e.g., DACA.
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f. ENTER DAGUD . the directive or concept which auth-
orizes the action e.g., MRIS PQIP RESTRUCTURE. NOTE:
The first four positions are reserved for PDIP,

7. Colusns 13-80 (corresponds to Card #2 indicated in Col. 12)
and Columns 1345 (corresponds to Card #3 1indicated in Col.
12):

ENTER SUBJT @ , the subject of the action document
e.g., RESTRUCTURE OF MRIS PDIPS FOR FY 83 AND FY 84.

8. Columns 46-80 (corresponds to Card #3 {indicated in Col.
12) and Columns 13-80 (corresponds to Card #4 indicated in

Col. 12:

ENTER TRPUR @ , the purpose of the action e.g.,
RESTRUCTURE OF MRIS PDIPS FOR FY 83 AND FY 84 TO
ALIGN WITH FY 85-FY 89 POM DELETIONS.

2.5.2 P/BS Action Approvals - (Fig. 2.2) and P/BS Action Extensions -
(Fig. 2.3) %

These two forms are used by DACA-OMP and DAPE-MBA to change the
status of specified P/BS actions identified by ACTNO. The forms also
allow the action officer to enter the appropriate “compute flag"” that
tells the system which cost and cost related computations to perform k
when an action goes from an Unapproved to an Approved or Extended

status.

The use of these forms is governed in paragraph C-4d, Appendix C,
FORDIMS User's Guide,
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2.5.3 P/BS Action Approvals by ACTNO Ranges - (Fig. 2.4) aend P/BS
Action Extensions by ACTNO Ranges - (Fig. 2.5)

These two forms are used by DACA-OMP and DAPE-MBA to change the

status of an entire series or "range” of ACTNOs.

The use of these forms is governed by paragraphs C-4d(l) through
(4) and C-4e, Appendix C, FORDIMS User's Guide.
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2.5.4 P/BS Action Deletions - (Fig. 2.6) V

This form is used by DACA-OMP and DAPE-MBA to delete unapproved
actions or portions thereof. Actions can be deleted from the HEADER
FILE and/or AUDIT FILE (ACTNO Level) or specified data can be deleted 4
from the AUDIT FILE (Delta Data Level). Deletion of records from the
MAIN FILE IS NOT permitted.

Use of this form is governed by paragraph C-4f, Appendix C, FORDIMS
User's Guide.
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2.5.5 P/BS Audit Card #1 - (Fig. 2.7), #2 - (Fig. 2.8), #3 - (Fig.
2.9), #4 (Fig. 2.10), - #5 (Fig.2.11) and #6 - (Fig. 2.12)

Thegse forms are used for adding or changing civilian manpower cost
and cost related AUDIT FILE data elements after they have been entered
on the P/BS HEADER FILE. Note that columns 1-48 of each card contains
the same descriptive data elements. The cost data elements in columns
49-80 differ on each card.

The use of these forms is governed by paragraph C-4g, Appendix C,
FORDIMS User's Guide.
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2.5.6 P/BS Audit Card #7 - (Fig. 2.13), #8 - (Fig. 2.14) and #9 (Fig.
2.15)

- s =

These cards may be used in lieu of P/BS AUDIT CARDS #1 through #6
to change AUDIT FILE data when the LITEM is known.

-~
=

The use of these forms 1s governed by paragraph C-4h, Appendix C,
FORDIMS User's Guide.
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SECTION 3

Phase II Screen Formats

3.1 Introduction

This section provides a description of new screen formats that are
designed to be user friendly. These screen formats are not currently
available in the FORDIMS-P/BS. Consequently, revisions to the FORDIMS-
P/BS computer programs must be written to make the formats available on
the Four-Phase Data 1V/50 equipment located in DACA-OMP and to enter .the
information in the FORDIMS-P/BS data base in the correct P/BS format,

3.2 Screen Formats and Instructions

The screen formats described in the remainder of this section are
designed as user friendly screens using an automatically repositioning
cursor to lead the user from entry to entry. When programmed and de-
ployed, the screens may be called up on the Four-Phase Data IV/50 CRT by
DACA-OMP operators. For ease of use, the data fields used for entry of
civilian manpower costing data are the same as those used in the
FORDIMS-P/BS. For convenience of users of this report the FORDIMS-P/BS
data element dictionary is reproduced in Appendix B.

For each screen described in this section detailed step by step
instructions for use of the screen are provided. When each entry is ex-
ecuted by pressing the ENTER key on the console keyboard, the cursor

will automatically move to the next data entry position.

The computer program will provide access to a HELP function which
will display the instructions written in this document. To enter the
HELP function, the operator will type in the word "HELP". After re-
viewing the instructions the operator will strike the PF3 key to return

to the original screen.




3.2.1 P/BS Data Input Screens

TITLE: Civilian Cost Data Input Option Menu

PURPOSE: To allow user to select appropriate CRT screen for data input
to P/BS.

CIVILIAN DATA INPUT OPTION MENU

SELECT OPTION = = =>

1. P/BS ACTION SHEET - COA HEADER FILE

2. P/BS ACTION APPROVAL/EXTENSION

3. P/BS ACTION DELETION

4, AUDIT FILE ADD/CHANGE - PRIOR YEAR ACTUALS

S. AUDIT FILE ADD/CHANGE - OTHER

T




rmé

INSTRUCTIONS

Civilian Cost Data Input Option Menu

X

1. To select this menu ENTER "civ cost” after MEMBER in P/BS Access
SCREEN #3 (Section 1I; paragraph 2.4.3).

-
»'e

2. Select option‘for appropriate action and ENTER option number after
SELECT OPTION = = => e.g., "2",

3. This will cause the selected input screen to appear on the CRT.

You are now ready to input data on the selected screen as explain-

& 48 S

ed in appropriate following paragraphs (paragraphs 3.2.2 through
.\‘ 302'5)'

-
-

R
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§ 3.2.1A Header File Screen f
§

. The purpose of this screen is to provide DACA-OMP the capability to

add or change P/BS HEADER FILE data pertaining to civilian cost and man-
;; year actions only. Use is limited to changing Header File data that {
" were initially entered by DACA-OMP.

: (
¢
y The screen contains the applicable data elements found in OCA Form
.f 16 (Figure C-3, Appendix C, FORDIMS User's Guide) formatted into a user z
o
h friendly configuration for ease of data entry. Circled numbers on the
. - screen format correspond to circled numbers in the instructions. They
-
& are provided for ease of reference and are not part of the actual
% format. R
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o ()
LN v
:f P/BS ACTION SHEET - COA HEADER FILE
s TITLE: HEADER FILE
Ve .
’
1 PURPOSE: To add or change P/BS HEADER FILE data pertaining to civilian !
K cost and manyear actions. )
N
N
"
vf ')
g HEADER FILE ,
()
] "
K
s TCODE = = => @ .
¥ t
r +
SORCE = = =) @
FICOD = = => @ 1
. 1
: ACINO = = => @
3 :
pocur = = => (5)
i s == => (5)
DTDIG = = => @
»
ACTOF = = =) ‘Y
L)/ t
o AGNCY = = => @
)
DAGUD = = => '
b
i SUBJT = = =) @ .
[ ¥ .‘
) TREUR = = > (12)
it )
s'f :
"
! L]
o
W,

K

v
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1.

9.

10.

INSTRUCTIONS

Call up screen using procedures explained in 3.2.1 above.
ENTER applicable TCODE (:) as follows:

D3A - Add a standard action header

D3C -~ Add an overprograming action header

D5A -~ Change header data
SORCE <:> is a constant "C" for Comptroller.

FICOD <:> is a constant "M" for MAIN.

ENTER ACTNO "XXXXXX" <:> from DACA-OMP P/BS Master Manpower Action
Register.

ENTER DOCMT <:> , the title of the authorizing document, e.g., DF
CMT 2 (10-character limit).

ENTER FLSYM (:) » the file symbol for the office responsible for
the action, e.g., DACA-BUF (l0~character limit).

ENTER DTDTG <:> , the Date-Time Group of the authorizing message or
date of the authorizing document, e.g., 052200ZMAY83 or OSMAYS83.

ENTER ACTOF , the last name of the individual responsible for
the action, e.g., ROGERS or first 8 letters of last name.

ENTER AGNCY <:> , the ARSTAF office that originated the action,
e.g., DACA (4-character limit).




o e e

11. ENTER DAGUD , the directive or concept which authorizes the
action, e.g., MRIS PDIP RESTRUCTURE. NOTE: The first five posi-
tions are reserved for PDIP (i.e., 4 alphanumeric characters fol-

lowed by a blank {24-character limit]).

M ox I5

2

12. ENTER SUBJT @ , the subject of the action document, e.g., RE-
STRUCTURE OF MRIS PDIPS FOR FY83 AND FY84. (If entry exceeds 80

characters, start a separate line up to 20 additional characters.)

]

- -

13. ENTER TRPUR @ , the purpose of the action, e.g., RESTRUCTURE OF

P R

% MRIS PDIPS FOR FY83 AND FY84 TO ALIGN WITH FY85-FY89 POM DELE-

TIONS. (If entry exceeds 20 characters, start a separate line up

¢ to 23 additional characters.) H
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3.2.2 P/BS Action Approval/Extension Screen

The purpose of this screen is to provide the capability to change
the status of specified P/BS actions, identified by ACTNO or a range of
ACTNOs. The screen also provides the capability to enter the appropri-
ate "compute flag” that tells the system which cost and cost related
computations to perform when an action goes from an Unapproved to an

Approved or Extended status.

In addition, the screen may also be used to enter "trial-approval”
and "trial extensions” of actions; however, USAMSSA must be notified in
advance when inputting these data in order to establish a work file on

the P/BS data base.

The screen combines the applicable data elements found in ODCSPER
Forms 464, 465, 487 and 488 (Appendix C, FORDIMS User's Guide) into a

single user friendly configuration for ease of data entry.

Circled numbers on the screen format correspond to circled numbers

in the instructions. They are provided for ease of reference and are

not part of the actual format.
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3.2.3 P/BS Action Deletions Screen

The purpose of this screen 18 to provide the capability to delete
unapproved actions or portions thereof. Actions can be deleted from the
HEADER FILE and/or AUDIT FILE (ACTNO Level) or specified data can be
deleted from the AUDIT FILE (delta data level). Deletion of records
rrom the MAIN FILE is NOT permitted.

The screen containg the applicable data elements found in ODCSPER
Form 466 (Appendix C, FORDIMS User's Guide) in a user friendly config-

uration for ease of data entry.

3-13




P/BS ACTION DELETIONS

TITLE: P/BS Action Deletions

PURPOSE: To delete all or part of an unapproved action previously
entered into the partition dataset.

P/BS ACTION DELETIONS

TCODE = = =5
SORCE = = =
ACTNO = = =)
LITEM = = =

REMARKS = = =)

INSTRUCTIONS

1. ENTER applicable TCODE:
TCODES OPTIONS
DIA - Delete entire ACTION, both HEADER and AUDIT FILES
D2A - Delete all AUDIT FILE data; retain HEADER FILE data
G2A - Delete specified AUDIT FILE data; retain HEADER FILE
data

2. ENTER SORCE "C" for DACA-OMP.

3. ENTER ACTNO "XXXXXX".

4, If TCODE is G2A enter LITEM of specific AUDIT FILE data to be
deleted (LITEM not applicable to DlA and D24).

5. ENTER REMARKS as appropriate to explain the reason for the dele-
tion. Only 60 characters, including blank spaces may be used.

3-14
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3.2.4 Audit File Add/Change - Prior Year Actuals Screens

3.2.4.1

The Prior Year Actuals screens are used to input civilfan

personnel costs for the prior year and update the P/BS in order to es-

tablish a baseline for subsequent budget and program years. The screens

for inputting prior year actual costs consolidate data previously re-
corded on the P/BS ACTION SHEET-DCSPER and P/BS AUDIT CARDS #2, #3 and
#4 (Appendix C, FORDIMS User's Guide). These screens are designed in a

user friendly configuration for ease of data entry directly from source

documents.

After the data is entered it will be automatically refor-

matted into the coding sheet formats which are required for acceptance

by the FORDIMS-P/BS data base.

3.2.4.2

It should be noted that the data elements found in these

screens are the same as those found in the "AUDIT FILE ADD/CHANGE -

OTHER" screens (paragraph 3.2.5). A separate screen has been developed

for inputting prior year actual cost data due to the large volume of

data to be input in a short period of time and manner in which the

source data for direct input is configured on spread sheets.

A limited edit capability is provided to preclude invalid or
erronecus entry of data elements. These entries will be rejected on the

screen.

Circled numbers on the screen formats correspond to circled numbers
in the instructions. They are provided for ease of reference and are

not a part of the actual format.

Types of edits are:

An erroneous Alpha character in an all numeric field
Invalid RCOMD
Invalid AMSCO
Invalid CTYPE
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3.2.4.3 Prior Year Actuals - SCREEN #1

AFTPC AMYRC
@ @

+

ACIVC
©

CTYPE
®

8
< Q = [ i ()
3 z
5 3 =) (@) S 5] g
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(&) =) — Q a a
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INSTRUCTIONS

Prior Year Actuals - SCREEN #1

Screen 1s selected through P/BS Data Input Screens described in
3.2.1 above,

TCODE (:) will always be G3A for this action.

SORCE (:) will always be "C".

FICOD (:) will always be "M".

ENTER ACTNO (&) from DACA-OMP P/BS Master Manpower Action Register.

ENTER EDATE (:). This is the date that the HQDA guidance becomes

ef fective.

ENTER TDATE (6) . This is the date the the HQDA guidance is no

longer effective,

ENTER RCOMD (7) e.g., 8901 (USAREUR/7A). Data is entered and
processed by RCOMD.

ENTER first AMSCO reported by the RCOMD in CSFOR 78 Report.
List reported CTYPEs (:) for above AMSCOs from CSFOR 78 Report.

ENTER ACIVC and AFTPC @ for each CTYPE from DAPE CSFOR 78

Report Worksheet using plus or minus sign as appropriate,

ENTER reported man months worked for each CTYPE from CSFOR 78
Report under AMYRC @using plus or minus sign as appropriate,
The man months will be automaticallyconverted to AMYRC.

Depress PFl] key to call up next screen.
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3.2.4.4 Prior Year Actuals - SCREEN #2

< &) x

(&

2 8 8§ g &
(=] o Q E <
) [=] = Q [=]
= 77} [ < [

TDATE

RCOMD

CASHA

BCOMP

CTYPE

AMSCO
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INSTRUCTIONS

PP P N s

Prior Year Actuals - SCREEN #2 h

14. Screen #2 is called up by depressing the PFll key when completed Z
with previous screen., This will display fields @ through @ , X
as completed in steps 1 through 12 above, and data fields BCOMP @ :_
and CASHA @. )

15. ENTER BCOMP @ and CASHA @ from CSFOR 78 Report using plus or

minus sign as appropriate.
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A 3.2.4.5 Prior Year Actuals - SCREEN #3
;
! )
b )
]
)
,“ ¢,
%
'.". 3
I 5
' ,
K
;:' +1
o‘l
\'i
i
'
4 16
.) o
é’ +1
.
Lt
- s ®
I 3
S ©
- S
] () = 2]
y 2
.
’
¢
£ 25 a =) m = %
- a Q o =z [ =
r, <) o =} £~ o < <)
8 o ) — (&) = a o .
AN = » = < = (= m A
2, }
,
a
L)
2% 3-20
oy

]
4]

‘ g Ry SRR g, | A T e
A o L LY !lt LA LR AN A O SN



INSTRUCTIONS

Prior Year Actuals - SCREEN #3

16. Screen #3 is called up when PFll key is8 depressed after last entry
on previous screen. This will display fields 1 through 9, as com-
pleted in steps 1 through 12 above, and data fields OTIME @ and

BBENE .

17. ENTER OTIME @ and BBENE from CSFOR 78 Report using plus or

minus sign as appropriate.
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3.2.4.6 Prior Year Actuals — SCREEN #4

SVPAY
@

FECMP

CTYPE
®

W
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_©
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®
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INSTRUCTIONS

Prior Year Actuals - SCREEN #4

Screen #4 is called up when PFll key is depressed after last entry
on previous screen., This will display fields 1 through 9, as com—
pleted in steps 1 through 12 above, and data fields FECMP (:) and

SVPAY‘I'

ENTER FECMP @ and SVPAY from CSFOR 78 Report.

When the PF3 key is depressed after SVPAY data has been entered the
operator will automatically be returned to Screen #1 with the
cursor at the ACTNO position. To code remaining AMSCOs in the

RCOMD follow steps 9 through 17 above.

Code remaining RCOMD as in steps 8 through 17 above.

To terminate the prior year actuals data entry, type “END" and
depress the ENTER key.

NOTE: Steps 22-25 and 27 are performed off-line.

Request USAMSSA produce trial printout of Basic Level Appropriation

Workpapers.

Verify ES and FTP data against DAPE 113 Report. If deviationms

exist resolve them In favor of DAPE 113 Report and annotate

workpapers.

Verify cost data against BEAMS and 1183 Reports. Resolve devia-

tions in favor of BEAMS and 1183 Reports and annotate workpapers.
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26.

Enter adjusted data from workpapers into appropriate screen.

27. Input verified data into P/BS data base for update and preparation
of Basic Level Appropriation Workpapers.
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3.2.5 Audit File Add/Change - Other Screens

The purpose of the Audit File Add/Change - Other Screens is to add
or change civilian manpower cost and cost related AUDIT FILE data ele-~
ments (other than prior year actual costing) after they have been en-~
tered on the P/BS HEADER FILE. The screens for adding or changing man-
power cost and cost related data elements in the P/BS consist of data
elements contained in P/BS AUDIT CARDS #1 through #9 (Appendix C,
FORDIMS User's Guide). The data elements have been reformatted into a
user friendly configuration for ease of data entry directly from source
documents. The data entered through these user friendly screens will be
reformatted automatically into compatible formats for entry into the
P/BS data base.

3-25

e T
- A .‘

s

r "‘1“\“& « .‘-(."(‘5-1 - N . W “.u‘
s A Ry




3.2.5.1 Audit File Add/Change - SCREEN #1

) TITLE: Add/Change Audit Files (Screen #1)

PURPOSE: To allow the operator to identify the record which is to be
added or changed and call up the screen that displays the cost
elements that will be added or changed.

ot Ay an -~

ENTER/ VERIFY DATA BELOW:

i l. TCODE = = =>
ADD = = =) G3A
CHANGE = = => (5A
2. SORCE = = => (
h 3. FICOD = = => M
. 4. ACTNO = = => XXXXXX

s 5. EDATE (IF APPLICABLE) = = => YYMMDD

" 6. TDATE (IF APPLICABLE) = = => YYMMDD
)
o 7. LITEM = = =>
KNOWN
. UNKNOWN
l; 8. RCOMD = = =>
N 9, AMSCO = = =>

10. CTYPE = = =)

- -
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10.

INSTRUCTIONS

Add/Change Audit Files (Screen #1)

ENTER one of the following TCODEs:
G3A - To ADD previously unentered data to the AUDIT FILE
G5A - To CHANGE data already on the AUDIT FILE

SORCE 18 a constant "C* (COMPTROLLER).

FICOD is a constant "M” (MAIN).

ENTER the ACTNO "XXXXXX" (taken from the DACA-OMP P/BS MASTER
MANPOWER ACTION REGISTER).

ENTER EDATE "YYMMDD," 1if applicable.

ENTER TDATE “YYMMDD," if applicable.

If LITEM known, ENTER LITEM "XXXXXX". When ENTER key is depressed
Screen #2 automatically comes up showing the LITEM just entered.

1f LITEM not known, depress ENTER key to move cursor to RCOMD and
ENTER RCOMD “XXXX".

ENTER AMSCO "XXXXXX". (This 1is an example of 6-digit AMSCO; if
working with 11-digit AMSCO ENTER entire AMSCO.)

ENTER CTYPE "XXXX". Upon depressing the PFll key, Screen #2 will
automatically come up showing the RCOMD, AMSCO and CTYPE just

entered,

3-27
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I

11, When returning to this screen from Screen #2, the cursor will
return to the LITEM position. Proceed as described in instruction
7 above. 1f RCOMD or AMSCO do not change, depress the ENTER key to

move to the next data element. The value previously entered will

- Faw

not change unless the operator enters a new value.

R

- o .

4
L]
¥
.
[}
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:: 3.2.5.2 Audit File Add/Change - Other Screen #2

" TITLE: Add/Change Audit Files (Screen #2)

oy PURPOSE: To allow the operator to add or change values for the listed
cost data elements. The screen includes information showing
which record was chosen.

e
e
AUDIT FILE ADD/CHANGE - OTHER
A
L 2
e LITEM i RCOMD AMSCO CTYPE
K
. AUCCO = = => BBECO = = =)
<
".i AMYRC = = = ADSAL = = =>
N MYRCO = = => ADSCO = = =>
1)
MDAYS &« = =) AYSAL = = =>
@;:"
i : OmR - = =) AYSCO - = =)
-
N
O BCOMP = = => CAPER = = =>
.l
BUCOCO = = => OTPER = = =>
.“‘
o CASHA = = => OTPCO = = =>
;~
"n CASCO = = => BEPER = = =>
N
OTIME = = =) BEPCO = = =>
}'E; OTICO = = => FEPER = = =>
*
A
. BBENE = = => SVPER = = =>
i‘.
"
J.
>y
"\
A
9',‘
o
N
k7,
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INSTRUCTIONS

Add/Change Audit Files (Screen #2)

ENTER appropriate data next to the listed data element.

The ENTER key 18 depressed after the data for each element {is
typed in. If ony one data element {8 to be changed the cursor can
be moved to that data element by repeatedly depressing the ENTER

key until the cursor 18 located at the correct data element.

Depressing the PFl0 key after SVPER is entered will return to the
LITEM position of screen #1 so that a new LITEM number can be

entered. Proceed as described in instruction #7 for Screen #1.




APPENDIX A

LIST OF OCA STANDARD REPORTS
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RKS

RKS

RKS

RK5

RK5

RKS

RK5

RK5

RK5

RKS5

RK5S

RKS

RK5

RKS

RK5

- 501
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- 507

- 508

- 509

- 510

- 512

- 513

- 514

- 515

- 516

- 517

- 518

- 519

- 520

APPENDIX A

List of OCA standard Reports in P/BS

Civilian Personnel Costs, Basic Level Appropriation
Workpapers

Civilian Personnel Costs, Basic Level Appropriation Work-
papers (OMA BASOP Minus RPMA)

Civilian Personnel Costs, Basic Level Appropriation Work-
papers (OMA RPMA only)

Civilian Personnel Costs, Basic Level Appropriation Work-
papers (AMHA only)

Civilian Personnel Costs, Foreign National Separation
Allowance (FNSA) Basic Level Appropriation Workpapers

Civilian Personnel Costs, Basic Level Command Workpapers
Civilian Personnel Budget Calculation

Civilian Man-Years and Costs of Direct and Indirect Hire
Employee Classification Detail Report - Main File
Employee Classification Summary Report - Main File
Employee Classification Detail Report - Audit Trail
Employee Classification Summary Report - Audit Trail
Audit Trail by Appropriation

Audit Trail by Appropriation (OMA BASOP only)

Audit Trail by Appropriation (AMHA only)

Audit Trail by Action Number

Audit Trail by RCOMD, ACTNO, FY

OPAGY Summary Report

President's Budget Report

Budget Subactivity Report
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fﬁ RKS - 521 Civilian Personnel Costs (OP-8) (OP-8A); Forsign National
Personnel (0P-10)

RK5 - 522 Audit Trail by RCOMD, FY, ACTNO
g RK5 - 523 Overtime Man-Year by Appropriation

RKS - 524 Overtime Man—-Year by Command (OPAGY)
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APPENDIX B

LIST OF FORDIMS-P/BS DATA ELEMENT DICTIONARY
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